
 
 

 
 

 
 



 

 
 

 
 
 
 

UPDATE AN 
EXISTING 
DEDUCTION 
 

• Annual Giving 
contributions have 
an end date of June 
30 each year. 

• Through Banner 
Self-Service, you 
may update an 
existing gift prior to 
the End Date by 
clicking the Update 
link directly 
underneath that 
pledge. 

The existing deduction 
will have an inactive 
status as of June 30. 



 
 

 
 

• Change the status to 
Active by clicking 
on the drop down 
box. 

• Either change the 
Per Pay Deduction 
Amount or leave it 
the same. 

• Click the Submit 
Changes link. 

Update has been successful. 



 
 

 

 
 

The End Date for the 
deduction has been removed.  
It will be updated by the 
Payroll Office to reflect a 
June 30, 2007 End Date. 

ADD A NEW 
DEDUCTION 

 
Through Banner Self-
Service, you may add a 
new gift at any time by 
clicking the Add a New 
Benefit or Deduction 
link at the bottom of the 
Miscellaneous page. 



 

 

• Select the 
Deduction you 
would like to 
begin by clicking 
on the radio 
button to the 
right of the 
description. 

• Then click the 
Select Benefit 
link. 

• Enter the start date 
that you would like 
the new deduction to 
begin (Note:  It must 
be after the date you 
were last paid). 

• Enter the Per Pay 
Deduction Amount. 

• Click the Submit 
Changes link. 



 
 

 

Update has been successful. 

• The new deduction 
has been added with a 
7/1/06 start date. 

• The End Date for the 
deduction will be 
updated by the Payroll 
Office to reflect a June 
30, 2007 End Date. 


